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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 
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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 04
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Priscilla Neal
	SUPERVISOR'S CLASS: Staff Services Manager II
	personnel analyst: MAlcantar
	personnel date: 03/25/2014
	PERCENT OF TIME: 















45%











	activity: POSITION SUMMARY

Under the general direction of the Chief, at the advanced journey level, the incumbent performs a variety of the most difficult secretarial duties and is expected to consistently exercise a high degree of initiative, independence, and originality in performing assigned tasks for the Administrative and Program Analysis Branch.

ESSENTIAL FUNCTIONS

Incumbent must exercise good judgment; independently research and resolve the more difficult problems; maintain confidentiality when exposed to sensitive documents and situations, and possess the ability to communicate effectively concerning contact with internal and external Stakeholders.  This position requires that the incumbent work cooperatively and respectfully with others and maintain regular, consistent, and predictable attendance.  The specific essential duties are:

Independently originates drafts and finalizes copies of a variety of written material such as correspondence, reports, BCPs, Fiscal Detail Sheets, annual Appraisal & Development (A&D) forms, probation reports, statistical charts, tables, and graphs which may include technical and specialized terminology, using Microsoft Word and other Microsoft software in accordance with current DWR correspondence policies and procedures.  Be familiar with the DWR Correspondence Manual and keep abreast of all changes and updates.  Maintain a status record of correspondence and documents going in and out of the office to ensure timely completion.  Scan, photocopy, fax, and file a variety of documents such as correspondence, reports, annual A&Ds, and probation reports.  Assist office staff with photocopying and preparing binders and labels.  
	classification: Office Technician (Typing)
	appointee: Vacant
	dwr position number: 1402-1139-xxx
	sap personnel no: 
	sap position number: 50032639
	division: DFM/Administrative & Program Analysis Branch
	mcr: 1
	percent2: 





15%







10%







10%


10%


5%





5%
	activity2: Distribute incoming mail and assist staff with outgoing mail, which includes shipping services, that may require knowledge of the department's organization, operations, and staff assignments.  Recognize and handle confidential material and create delegations in SAP.  Sign for, sort, process, and distribute Departmental pay warrants for staff, when needed.  This may require driving a vehicle on public roadways.

Maintain appointment calendars for supervisors within the Branch, which include scheduling meetings and conference rooms, gathering and arranging materials pertinent to the meeting, and reserving necessary equipment or vehicles.  Take meeting notes as necessary.  Prepare conference requests and out-of-state travel requests in accordance with department policies and procedures.  Review, research, maintain, and process travel expense claims and travel advance claims.  Assist with interviews, such as but not limited to scheduling applicants and interview panels and reserving interview rooms.  Serve as contact for JOB advertisements.

Serve as Training Coordinator.  Prepare and process training enrollment documents and advise program managers and employees on training policy and procedures.  Record and update training information in SAP.  Assist management and others in recognizing training needs and objectives.  Work with the Accounting Office on billing status and research to help resolve any related discrepancies.  Keep up to date on all pertinent training information in the Department's Enterprise Process Guides, State and DWR Administrative Manuals, and other applicable policies, procedures, and regulations related to employee development.  

Assist in coordinating the distribution and tracking of the annual A&D program.  Ensure the confidentiality and safeguarding of all A&D forms.

Assist in creating and maintaining procedural manuals.  Assist with SAP research and budget/expenditure reporting.  

Prepare and process reservations and requisitions for office equipment, supplies, forms, and printing needs, using the department's procedures and SAP system.  Complete purchase orders and provide proper documentation to the Accounting Office.  Resolve problems that occur with invoices and complaints or queries from staff and/or vendors.  Maintain informational records and files on all completed and active purchase orders.

Provide secretarial support to other Offices within the Division of Flood Management, including but not limited to telephone coverage and typing, as needed.  May lead, guide, or train other employees.



 
	percent 3: 
	activity3: OTHER RESPONSIBILITIES

This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or  the Public Affairs Office during Governor declared emergencies, flood, dam, SWP, and other incidents and emergencies.  Additionally, this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as Cal OES and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.   This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions.  These functions are established in the California State Emergency Plan and the Department's Administrative Orders.

SPECIAL REQUIREMENTS

Possession of a valid California driver's license.

Good communication skills, both oral and written, are essential.  Good computer skills preferred.

	supervisor name: Priscilla Neal
	employee name: 


